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Assigning a Cart

This lesson will demonstrate how a purchaser can submit a cart to an assignee for review and
completion.

1. We’ll begin by locating the shopping cart you’ve filled with items. To locate the cart,
hover over the shopping cart icon, then hover over My Carts and Orders, and finally
select View Draft Shopping Carts.

e My Carts and Orders

Qwen My Active Shopping Cart
My Carts and Orders

I View Draft Shopping Carts

View My Orders (Last 90 Days) (View Draft Shopping Carts |

2. Click the shopping cart icon to the left of the cart you want to make active.

™ Shop My Carts and Orders View Draft Shopping Carts &

Create Cart

Assign Substitute

My Drafts

legend [ 2
Active Cart Cart Number Shopping Cart Name Date Created Cart Description Total Delete
B~ 1095703 2014-02-17 cbraker 01 2/17/2014 2798 USD Delete

3. Click the cart name of the cart to view. Note that you can rename your shopping cart
which defaults to the current date, username, and cart number. A more appropriate cart
name might indicate what project the cart is related to or what the order is for. In this

example, we will name the cart IT Order. Click Update to save. (Be sure items in cart
match description!)

! Shop My Carts and Orders Open My Active Slopping Cart = Cart - 108803 - Draft Requisition
"\ 1 ; ¢ Continue Shopping 2TItem(s) for atotal of 27.98 uso
< Shopping Comlfiorc braker ©
Name this cart: l'rOrderi V. i i,iiri,“,li .,i ,i,i, i or Assian Ca
paehoulnadeltiangess |EI & | @ Help | Perform an action on (0 items selected)... | *  SelectAll [~
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4. After reviewing the cart contents, click the Assign Cart button on the right hand side of
your screen.

W Shop My Carts and Orders Open My Active Shopping Cart =

1 Continue Shopping 2 Ttels, forea total of 27.98 Usp

‘ = Shopplng Cart orc oroker

Name this cart: lTOrderi i i,iirl,“,li .,i ,i,i, i or Assian Ca

Have you made changes? | Update = | @ Help | Perform an action on (0 items selected |v Select All [
5. The assign cart pop-up displays. If your default assignee does not appear at the top of the
pop-up, click Search for an assignee to search for the appropriate Purchaser.

Assign Cart S |

Assign Cart To: Search for an assignee

Add comment for assignee: | -

expand | clear

Note: After a cart is submitted, it can be viewed via History. Prior to being
submitted, the cart can be viewed in Draft Carts and can be unassigned
(withdrawn) if needed.

Cancel |

Price Quantity Total |

6. Type in the last name of the Purchaser and click Search. If you do not know the last
name, by leaving all fields blank and clicking the Search button will display all your
assignee options.

'€ User Search - Windows Internet Explorer provided by State of Wisconsin \EI@
|g https://usertest.sciquest.comy/apps/Router/GenericUserSearch?Tmstmp=1393520051442248 &returnFunction=setNextAssigneefurestrictByPersona=truefpermissions=Perm _Prepare 0 |
Close
User Search B 7
+ Last Name
I
First Name
User Name
Email
Business Unit Bureau of Procurement
Results per page 10 E
Dene & Internet | Protected Mode: Off 3 v ®IB% -
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7. Click the Select button to choose the appropriate Purchaser.

[ New Search |

Results per page |10 |~ | Users meeting the seaiciy-riteria: 1 [¢]Page1ofir] B 2
Name -~ User Name = Email = Phone Action

Administrator, Amanda aadmin nobody@sciquest.com +1(919) 555-5555 [select]

8. Check the Add to Profile box to store this assignee in your Profile for future use. Once
stored in your profile, you may select this assignee’s name from the Select from Profile
Values link. Next, add a comment to the assignee for the order. This comment will

display in the email to the assignee when they are notified of having an assigned cart to
review.

Assign Cart 1?7 X

=l

Assign Cart To: Amanda Administrator
Search for an assignee

¥ Add to Profile
Add comment for assignee: -

—

expand | clear

Note: After a cart is submitted, it can be viewed via History. Prior to being
submitted, the cart can be viewed in Draft Carts and can be unassigned
(withdrawn) if needed.

Cancel |

9. Once the assignee is selected and the comment completed, click Assign. You will receive
a confirmation that you have assigned your cart.

Shopping Cart Information B ?

v Congratulations! Your cart was successfully assigned for further review.

At this point, you can view the cart in your draft carts list and can unassign it, if needed, until
submitted by the assignee. After a cart is submitted by the assignee, you can view it via
requisition history search.

You included the following note for the assignee:

Approve ASAP!

Here is a brief summary of the requisition you have assigned:

Shopping Cart name IT Order
Order total 27.98 USD
Number of line items 2

What would you like to do next? Here are links to some common actions.

= Search for another item
= Return to Shopping Home page
« Create new draft cart
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10. To view your assigned carts at any time, go back to the Draft Carts page by hovering over
the shopping cart icon, then hovering over My Carts and Orders, and finally selecting
View Draft Shopping Carts.

SheMaing My Carts and Orders

Open My Active Shopping Cart
My Carts and Orders

S~
4

' Yiew Draft Shopping Carts

View My Orders (Last 90 Days) [ \iew Draft Shopping Carts |

11. You will notice a section of that page designated My Drafts Assigned to Others, which
displays all carts that you have assigned to others for review.

My Drafts Assigned to Others legend [ ?
View Cart Cart Number Shopping Cart Name Date Created Assigned To Total Unassign
Eg 1085703 23 IT Order 2/17/2014 Amanda Administrator 27.98 Us Unassign

12. If for any reason you wish to unassign a cart, click the Unassign button on the right. The
previously assigned cart will go back to the My Drafts section above, and you can then
edit the cart, delete the cart or choose another assignee for the cart.

This concludes the lesson on Assigning a Cart in WISBuy. For further assistance, please contact
WisBuy@Wisconsin.gov or visit the website.
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